December 30, 1999

TO: Departmental Personnel Officers
Staff Agencies and Offices

FROM: Mark Epstein, Chief
Training Branch

SUBJECT: January —April 2000 HRD TRAINING SCHEDULE

Attached is the Department of Human Resources Development (HRD) training schedule for the island of Maui
for the period January through April 2000. Classes are provided by Maui Community College. We have
included the following items for your use:

Vendor Registration Procedures
Registration Form HRD 410
Class Location Codes and Course Provider List for Registration & Payments

Since classes will begin in January, please distribute the schedule early enough to allow for your internal
approval procedures and to meet the registration deadlines for all vendors. If you have any questions, please
contact Carol Maeda at 587-1050.

Attachments
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VENDOR REGISTRATION PROCEDURES
(Community Colleges)

REGISTRATION:

Approved HRD Form 410 (revised,11/98) must be received by the course provider (vendor) no
later than ten working days prior to the class start date. This advance timeframe allows a
vendor to determine class confirmation.

List employee names in order of priority on the HRD Form 410. If the number of registrants
exceeds class capacity, confirmation will be according to departmental priority.

The HRD Form 410 is sent to the respective course provider (vendor) regardless of class
location listed in the training schedule (see attached Course Provider List).

The course provider is identified in the course fee column For example: ‘$20.00-KCC.’

CONFIRMATION:

Enrollment is confirmed on a first-come, first-served basis. Each course provider (vendor) will
notify the contact person listed on the 410 when confirming attendance. To facilitate the
confirmation process, departments should provide a FAX contact number as well as a phone
number.

» Important Note: Vendor will notify only those confirmed to attend a class. Therefore all
registrants (whether DPOs or employees) are reminded that they should not assume
confirmation status without verification from the vendor.

CANCELLATION:

The vendor will accept cancellations up to five working days prior to the start of class.
Cancellations less than five working days prior to the start of class will be charged the class
registration fee.

Course providers will notify the department contact person when a class is cancelled or if
there are any class changes.

SUBSTITUTION:

Substitutes are allowed by course providers. Each substitute must inform the class instructor of
the employee's name they are replacing.



PAYMENT:

Class payment is made to the respective course provider (vendor) as indicated in the course
fee column upon receipt of invoice.

PARKING/SPECIAL NEEDS:

Parking arrangements are to be handled through each course provider.

Departments must indicate any arrangements on the HRD Form 410 for special needs (e.qg.
sign language interpreter, large print materials, mobility devices, etc.) that is sent to the
vendors.

NOTE: These procedures are for the departmental personnel office, only.
Individual employees must register for classes through the DPO.



DHRD 410
rev. 11/98

State of Hawaii
Department of Human Resour ces Development Sponsored Cour ses
Registration Form
Course Information:

Title: Course Date/Time:
Provider: Course/Session no. (if applicable)
Location /Campus: Fee $

Provider's Address:

Department Information:

Dept. Name/Address:

Contact Person: Phone: P.O.:
Instructions:
1) List only one class and session per form. FAX No.:

2) List participants in order of priority.

3) Mail this registration form directly to the course provider or departmental personnel office (if
applicable). Enroliment is on first come, first served basis.

4) Persons who have special needs (e.g. sign language interpreter, large print materials, mobility
devices, etc.) should note this on the Form 410 and submit it no later than 10 working days prior to
the start of class.

*Include social security number for classes being conducted by the community colleges or
Dept. of Human Resources Development. Social security number will be used for registration
purposes only.

| have determined that thistrainingisappropriate for the position(s) listed above.

Signature of Dept. Head or authorized rep.: Date:
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MAUI CLASS LOCATION CODES

Class Location Location Address
Ma MCC Lau Maui Comm. College, Laulima Bldg., 310 Kaahumanu Ave.

COURSE PROVIDER FOR REGISTRATION & PAYMENTS

¢~ Maui Community College (MaCC) Ph: 984-3231
VITEC/PACE/COMP TECH Fax: 244-9632
310 Kaahumanu Avenue
Kahului, HI 96732



MAUI COMMUNITY COLLEGE

Reminder: Register with your departmental personnel office

COMPUTER
(classes beginning February 7, 2000)

BASIC COMPUTING SKILLS

Learn to use the computer at afriendly, easy going pace. Topics include the basics of Personal Computers,
Windows 95/98, Microsoft Word, and Excel. Special emphasisis given to improving keyboarding skills and
gaining confidence in using the computer. Classtimeis allowed to practice subjects covered in the course. An
ideal course for the computer novice.

Prerequisitec None. Textbook included in registration cost.

00WC609 Feb. 7-25 M/WIF 8:30-11:30am $375.00-MaCC MaMCCLau
00WC610 Mar. 14-Apr. 6 Tu/Th 8:30-11:30am $375.00-MaCC MaMCCLau
00WCe611 Apr. 11-May 4 Tu/Th 8:30-11:30am $375.00-MaCC MaMCCLau

INTRODUCTION TO WINDOWS

An essential course for the user new to Windows. Topics include using the start button and task bar, creating
shortcuts, managing the desktop, working with multiple windows, and much more. Learn how to find and
manage documents, use the online help, and the recycle bin.

Prerequisite: Introto PCsor some computer experience

00WC620 Mar. 22, 24 1:30-4:30pm $97.00-MaCC MaMCCLau

WINDOWS SETTINGSAND UTILITIES

Learn how to customize your work environment, optimize your system’s settings, perform general maintenance
and backup, troubleshoot common problems, install and uninstall hardware and software, and much more.
Prerequisite: Introto Windows or equivalent experience.

00WC625 Feb. 28, Mar. 1, 3 1:30-4:30pm $135.00-MaCC MaMCCLau

WORD LEVEL 3

An in-depth look at Word' s advanced features including templates, styles, outlines, field codes, macros, and
more.

Prerequisitee Word Level 1 & 2 or equivalent experience.

ooweCe42 Feb. 16, 18, 23, 25 1:30-4:30pm $185.00-MaCC MaMCCLau

EXCEL LEVEL 1

Anideal introductory course on spreadsheets. Excel is the easy way to combine text, graphics, and numeric
datal Topicsinclude the basics of creating and editing a spreadsheet, creating formulas, using functions,
formatting and printing.

Prerequisite: Introto Windows or equivalent experience.

oowceCe47 Mar. 6, 7 1:30-4:30pm $115.00-MaCC MaMCCLau



EXCEL LEVEL 2

Explore the techniques needed to go beyond the basics of traditional spreadsheets! Discover how to create
charts and graphs, work with functions, create and use Excel templates, link workbooks, and much more! Also
covered are the worksheet protection feature and combining text and graphics.

Prerequisite: Excel Level 1 or equivalent experience.

oowceCe47 Mar. 8, 10, 13, 15 1:30-4:30pm $185.00-MaCC MaMCCLau

ACCESSLEVEL 1

Anideal introductory course on database management. Accessis the powerful yet easy to use way to store and
retrieve any type of information. Topics include the basics of creating and using tables, forms, queries, and
reports.

Prerequisite: Introto Windows or equivalent experience.

00WC662  Apr.12, 14 1:30-4:30pm $115.00-MaCC MaMCCLau

ACCESSLEVEL 2

Discover the power of Access for yourself! Learn how to create advanced forms and reports combining text,
graphics, and numeric data, use calculated fields and functions, set up data validation for user input, and much
more! Sharing data between applicationsis also covered.

Prerequisite: AccessLevel 1 or equivalent experience.

00WC666  Apr. 17, 19, 24, 26 1:30-4:30pm $185.00-MaCC MaMCCLau

ACCESSLEVEL 3

Learn to utilize the full power of Access! In this class you will build on the concepts learned in the
Intermediate class by creating advanced forms and queries, linking data, creating custom charts, using formulas
and more!

Prerequisite: AccessLevel 2 or equivalent experience.

00WC668 Apr.28,May 1, 3,5 1:30-4:30pm $195.00-MaCC MaMCCLau

POWERPOINT

PowerPoint is used to create dynamic presentations on slides, overheads, transparencies, paper, or electronic
multi-media. Topics include the basics of designing an electronic slide show, formatting text, using special
effects, importing graphics, and more!

Prerequisite: Introto Windows or equivalent experience

00WC671  Apr.3,5,7, 10 1:30-4:30pm $185.00-MaCC MaMCCLau



INDIVIDUAL /INTERPERSONAL DEVELOPMENT

RESOLVING CONFLICT IN THE WORKPLACE

Examine how you approach difficult situations in your work environment. Do you avoid the situation until it all
“blows over”? Do you confront aggressively and have regrets later? Do you negotiate with the other party to
come up with mutually acceptable solutions? Gain tools to better manage and resolve conflicts with your
employees, employer, and clients. Using the Myers Briggs Type Indicator, learn about your own
communication preference and conflict style, as well as the styles of others. Look at patterns and see how you
may get “stuck” in the same old behaviors. Learn away to focus on solutions with aclear, concise problem-
solving system. And practice using this system to resolve difficult situations you may be experiencing right
now. Tackle tough workplace issues and improve relationships for a more harmonious and productive workday.

(HWV201MS) Apr 5 9:00 —5:00pm $179-MaCC MavICC Lau

BUSINESSWRITING CLINIC

Lean to organize your thoughts and get positive results from your letters memos, reports, and propasals by writing persuesivey,
dealy and powefully. Bregk down the writing process into a few sraghtforward geps that will hdp you communicate your
thoughts with darity and ees2 Learn gopropriate formats and practicdl gpproaches to punciugtion, paragrgphing, proofreading,
editing, and pdling..

(AVV/218CM) Ma. 17& 24 8:30—12:30pm $89.00-MaCC MaVICC Lau

PRESENTATION AND COMMUNICATION SKILLSFOR SUCCESS

Y our presentation isthe gift of your uniquenessto the world. How you packege your professond sdf and presant thet gift isthe key
to your success Communication skills are essantid for achieving sucoess, rated even higher then intdligence and formd education.
Toinform, to persuade, and to inspire, learn to do al with confidence, darity and esse. Learn to adgpt your communicaion Syleto
fitthe Stuations Magter techniquesto express yoursdf powerfully and naurdly. Assmilate powerful ills, todls and information
to enhance your effectiveness, confidence, darity and ease in communicating. With the use of fun props and games we promise
you |l enjoy yoursdves asyou leamn!

(FWV219CM) Mar 9 9:00 —4:00 pm $89.00-MaCC MaMCC Lau

ASSERTIVE COMMUNICATION SKILLSFOR WOMEN

How to remain adolphin while svimming with the sharks Women: Tired of feding like you' rebaing esten diveto “makeit” ina
man’ sworld? Comeand learn how to beapowerfu, “femining’ forceingead! Increase your sef-worth, seif-respect and life
sidaction. Y ou can be strong and tough, yet gentle and caring, like an “iiron butterfly” . Learn how to negotiate, ded with conflict,
tekerisks and sdf-express Y ou can bededsveye flexible, sdf-confident yet empowering, firm yet fair, srong yet compassongte
Remember: Lionsdon't nead to roar. Wewill usehumor (“They usad to cal me Show White, but | drifted...”

(AN 220CM) Mar 10 9:00 — 4:00 pm $89.00-MaCC MaVICC Lau



READING POWER 2000

Practical, advanced reading strategies to save you time. Accelerated reading methods will increase your speed,
comprehension and retention in both general and technical reading material. Using the whole brain approach to
learning, the latest in brain and body research is explained and applied in the accelerated reading process. Y our
progress will be measured throughout the class.

(HFWV224PD) Feb 25 8:00 —4:00 pm $89.00-MaCC MaMCC Lau

MANAGING DIFFERENT PERSONALITY STYLES

Why isit easier to work with some people and downright frustrating to be around others? Find out how to turn
unproductive communications into positive experiences. Through an understanding of basic personality styles
and thought processes, you will learn how to easily change your communication approach to make you more
effective. Atthe end of this class you will be able to identify the styles of others by asking a few simple
guestions. Then you can pick the proper approach for optimum results. These skills will enhance your ability to
motivate and manage, and improve your interactions with everyone you meet. Bring your sense of humor —
thisclassis fun!

(HWV205MS) Jan. 21 12 N — 4:00pm $79.00-MaCC MaMICC Lau

PERSUASION TECHNIQUES FOR VARIED PERSONALITY STYLES

This class is not just for salespeople. You sell yourself, your thoughts, and your ideas every time you speak!
Learn how your personality style impacts others, and how to adjust your style to be more successful
in communications with everyone you meet. Leave with an in-depth understanding of all the styles, and
apersona action plan for adapting your style to meet the needs of others. Prerequisite: Managing Different
Personality Styles. Please bring your personality profile and an open mind.

(HWV204MS) Feb. 4 12N — 4:00pm $79-MaCC MaMICC Lau

HOW TO INTERVIEW AND SELECT EMPLOYEES

Increase the odds that your new hires will perform well, enjoy their work, and stay on thejob. Learn
the planning, preparation, and interviewing skills necessary to make the best possible hiring decisions. Learn
how to identify job skills and assess an applicant’s qualifications and job-related information. In-class practice
will help you develop the questions you need to conduct interviews with confidence.

(HWV206MS) Feb. 18 1:00 — 4:00pm $69-MaCC MaMICC Lau



HOW TO COMMUNICATE WITH CHALLENGING EMPLOYEES
It is easy to get off track when communicating with emotionally charged people. Learn how to:

* Listen and control the focus of the conversation.

» Handle criticism non-defensively.

* Improve your communication skills with a four-point system.

* Strengthen your assertiveness by following a few simple rules.

» Transform every challenging interaction into an opportunity for coaching or issue resolution.

(FWV208MS) Mar. 24 1:00 — 4:00pm $69-MaCC MaVICC Lau

PROJECT PLANNING

Why plan? Learn how to save 15 to 40% on resources. Create a “can do” team attitude with members becoming
involved, committed, and successful as you transform your vision from thoughts, ideas, and dreams into
physical, tangible, bankable forms. Discover the tools and language essential to planning with no restrictions or
restraints as you learn to create and use end item lists, timelines, and charts. Develop outcomes, evidence
procedures, and milestone events that make this process your own. On day 1 you will gain the tools and skills
necessary to use on day 2. Leave well on your way to bringing your vision into reality.

(#WV209MS) Apr. 27 & 28 9:00 —4:00pm $159 -MaCC MaMCC Lau

OVERCOMING ROADBLOCKSTO GETTING THINGS DONE
Areyou trying to cruise down the highway of productivity, only to be hindered by roadblocks?

» Ispack rat behavior robbing you of space and the ability to focus?

* |Isprocrastination keeping you from moving ahead?

» Areyou overwhelmed by your ponderous workload?

» Do persistent bad habits have you in arut?

This class offers tips and techniques to help you conquer clutter, put off procrastination, feel less overwhelmed,
and develop new habits. It’s time to clear those roadblocks and cruise down the superhighway of greater
productivity!

(#WV226PD)  Apr.7 8 am — 12:00N $49-MaCC MaMCC Lau

HOW TO MANAGE TIME & GET THINGS DONE

At the end of the day do you feel like you've been busy but haven't accomplished anything? Would having
more hours in the day solve the problem? Successful people are not necessarily the smartest or those who work
the hardest — they simply know how to manage their time well. Identify your time management style, learn the
five practical steps to effective time management, and begin to get things done. Class includes videos,
worksheets, discussion, and examples.

(#WV227PD)  Apr.6 9:00 — 12:30 PM $49-MaCC MaMCC Lau



